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State of Arizona

Employs approximately 35,000 
employees in over 100 agencies, 
boards and commissions
This figure is approximately 20% 
lower than staffing levels in 2001



Opportunity to Serve the 
Citizens of Arizona

Directly or indirectly, all State 
employees have an impact on the 
citizens of Arizona!  Public service 
can be rewarding!



Why Come to Work for the 
State of Arizona?

Huge variety of positions – one 
may be just right for you!
Excellent benefits!  Cost to 
employee lower than Maricopa 
County, City of Phoenix and 
other government entities
Some agencies offer flexible 
scheduling and tele-work 
options
Generous paid leave benefits
Mature workers are valued!





By 2014 …

25% of State workers will be 
retirement eligible. 



That Spells …..

OPPORTUNITY!



How To Get Your Next Job 
at the State

Must apply on-line
Majority of agencies use the 
azstatejobs.gov website
It is important, however, to 
differentiate yourself when applying



Tips For Differentiating 
Yourself

Keywords are searched from within 
job descriptions, job titles, and job 
locations
Be sure to use the same terms, 
descriptors, etc. in your resume that 
appear in the job announcement
Do not use abbreviations as they 
may not be picked up by the system



More Tips For Differentiating 
Yourself

Copy and paste a text version of your 
resume
Be sure to manually adjust the format 
before submitting
Always write a cover letter.  Try to write to 
a specific person – research the agency 
and determine who may be the hiring 
manager
ALWAYS customize your resume for the 
position you are applying for!  An extra 15 
minutes of your time may pay off by getting 
you screened in!



More Tips For Differentiating 
Yourself

Include multiple phone numbers on 
your resume if you have them.  
Record a professional message on 
your phones – it should be your 
voice, assuring the employer you 
check your voice mail frequently
Let the call go to voice mail if it is 
an inopportune time for you to talk.



Resume Summary
Include a Summary at the top of your 
resume which lists your core 
competencies and “sales features.”

Sample:
SUMMARY

Accounting professional with core competencies in audit, 
receivables and fund accounting. Ability to effectively 
analyze business operations, trends, costs, and revenues, 
and project future income and expenses. Background 
includes over 10 years experience in the preparation and 
analysis of budgets in both public and private sector 
environments.  Reputation for being highly ethical and the 
subject matter expert with various proprietary accounting 
systems. B.S. Degree in Accounting with an MBA.



Technical Skills
List technical skills on the first 1/3 of the 
resume.  All of your top “sales features”
need to appear on the first page of the 
resume!

Sample:
TECHNICAL SKILLS

Proficient with: Btrieve ,Oracle, Quickbooks, 
Peachtree, GoI Revival Package, MS Office 
Suite.  Strong knowledge and experience with 
GAAP.



How Do I Apply? www.azstatejobs.gov



Set Up an Account

Your log–in will be your email 
address
Recommend using the same 
password as you use for your email 
account
Be sure to have a professional 
email address!





Add Resume



Add Cover Letter



Verify your resume information



Other information



Other information cont’d



EEO information-voluntary





How to apply for a position 
on azstatejobs!





Job Search Results



Description Job: Accountant III

Are you looking to further your career as an Accountant III in a fast paced, innovative and flexible environment which offers great 
benefits? 

Become part of the Healthcare Group (HCG) team as an Accountant III. Serving Arizona's healthcare needs for more that 20 
years, Healthcare Group of Arizona (HCG) is a state-sponsored health plan that provides premium-based healthcare coverage to 
many working Arizonans. Healthcare Group of Arizona is a division of AHCCCS which is Arizona's Medicaid program, designed 
to deliver quality health care under cutting-edge concepts of managed care.

This position will remain open until filled. First review of resumes will take place on January 18, 2011.

POSITION SUMMARY:

The Accountant III oversees and approves payments for the HCG program and administrative expenditures, reconciliation of 
HCG program premium billing activities, monitors financial activity of the HCG which operates as an enterprise fund business 
activity and preparation of full accrual financial statements for the AHCCCS annual audited financial report. The annual financial 
records require conversion from cash basis reporting per the AFIS accounting system to a full accrual enterprise activity-reporting 
model.

As an Accountant III you will be responsible for all accounts payables (A/P) and accounts receivables (A/R) functions which 
include billing functions such as processing of groups' premium payments and ACH payment pre-noting and posting and the 
submission of cash deposits to State Treasurer's office. This position performs program and administrative expenditure oversight 
and financial reporting functions for the HCG and participates in the preparation of audited financial statements for a large state 
agency. 

KNOWLEDGE, SKILLS AND ABILITIES:
*Knowledge of Generally Accepted Accounting Principles (GAAP)
*Knowledge of Generally Accepted Auditing Standards (GAAS)
*Knowledge of Financial Accounting Standards Board (FASB)
*Knowledge of Governmental Accounting Standards Board (GASB) theories and concepts in a state governmental environment.
*Knowledge of Generally Accepted Governmental Auditing Standards (GAGAS)
*Knowledge of State's automated accounting system (AFIS)
*Knowledge of State laws, rules, regulations and policies 
*Problem solving skills



*Analytical skills
*Skill in work organization or methods of financial data compilation and reporting
*Skill in spreadsheet and database development
*Ability to research and compile fiscal and statistical information
*Ability to establish and maintain effective policies and procedures regarding the operation of the department
*Ability to plan based on the goals and objectives of the department
*Ability to analyze and resolve a wide variety of problems

MINIMUM REQUIREMENTS 
Bachelor's degree with a major in accounting from an accredited college or university; OR a Bachelor's degree in a related filed
with a minimum of 24 semester hours in accounting courses; OR previous relevant work experience.

SELECTIVE PREFERENCES
Bachelor's degree, considerable knowledge/understanding of GAAP, automated financial accounting systems, spreadsheet and 
work processing applications; four to eight years of work experience in governmental accounting.

TOTAL COMPENSATION
The paycheck that you receive is only a portion of the total package that the State offers to its employees. Many employees 
identify the benefits and other intangible workplace flexibility issues as top reasons why they continue to work for the State. The 
following are some of the most significant benefits that, added together, make up a very competitive compensation package. 

We offer medical, dental and vision insurance as well as basic life insurance and long-term disability. You will also have the 
option to buy additional life insurance, short-term disability insurance and discounted auto and/or home insurance.

Become part of the Arizona State Government retirement plan (ASRS) - the state-sponsored retirement contribution plan with 
100% employer match; and in which you can become fully vested after 10 years of state service! You will also have the option to 
participate in a deferred compensation program to take advantage of tax-deferred retirement investments. 

Enjoy 10 paid holidays and generous annual and sick leave allowances. 

This position is not covered by the State Personnel Merit System.

Applicants for this position will be required to submit to a criminal history investigation pursuant to A.R.S. 41-777.

All newly hired employees will be subject to the E-Verify Employment Eligibility Verification Program. 

Persons with a disability may request a reasonable accommodation such as a sign language interpreter or an alternative format 
by calling (602) 417-4076. Requests should be made as early as possible to allow sufficient time to arrange the accommodation. 
AHCCCS is an AA/EOE/ADA Reasonable Accommodation Employer.

State employees are subject to mandatory furlough days scheduled for FY 2011 (6 days) and in FY 2012 (6 days). A furlough is 
time off without pay and equals 8 hours per day for full-time employees and is pro-rated for part-time employees.

AGENCY JOB BOARD ID: AHCCCS 



Verify your resume information



Submit Resume
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